
Create a Requisition (As an Originator) 

1. Log into Neogov 

2. Click on ‘Open New Requisition’ 

 

3. Search for a class specification from which to create the requisition 

4. Click on ‘Create New’ in the Requisition column 

 
5. Fill in the requisition form-be sure to click “add another vacancy” to put position 

information in.  

 
 

6. Complete/define the approval chain- be sure to click final approval 

 
7. Click on ‘save and release’ 


